Bureau of Children & Adult Licensing
On Line-Application Instructions to Log into One Stop

3/27/2012

There is a one-time set up to access the website that is necessary.
Keep the login and password for your renewal transactions in the
future.

You will be leaving the Department of Human Service’s website and the
following directions will be helpful to navigate through the application
process.

If you need assistance with the login process, please call the Customer
Assistance Center (CAC) at 1-877-766-1779 (Monday-Friday 7:00 am to
6:00 pm EST)

Below is a one page instructional guide to log into One Stop to locate the
child care applications; if you would like a more thorough instructional
guide with screen prints, refer to page 3.



Quick Instructions.

1.

2.

10.

11.

12.

13.

Go to www.michigan.gov/business

Click on “Start & Register” in the center of the page, which will take you to
the One Stop Registration page.

For your login ID, enter your last name, first initial and any 4 numbers. Fill
out the other required information, and click “submit”. The system will
inform you that you will receive an email with temporary password
momentarily. Be sure to enter the 5 digit security number in the box.

Once you have received the 2m email with your login ID and password you
are now ready to log into One Stop. (Click on the first link that you received
in your email and it will take you to the correct web address OR click on this
website at http://www.michigan.gov/business Enter your login ID and the
password that was emailed to you, and click “login”

You will then be taken to the Reset Password screen. Copy and paste the
password that was emailed to you in the “Input old password” field, then
create and enter a new password into the “Input new password” field. Click
“Change Password”.

A series of security questions will appear on the next screen. Answer
security questions then click “submit”.

Once you have entered your security questions and they are successfully
submitted, you will be taken to a “Congratulations” screen. Click “Continue”.

Next is the “Terms and Conditions” screen. Read this and click “Accept” if
you agree.

Click on Accept the Terms and Conditions.

Refer to the box marked “For Individuals and Service Providers” Click the
“Go” box.

Refer to the Individual /Professional Licenses and One Time Permits Box and
click on the “Go” button.

Type in “child” and select applicable application type.

Refer to page 16 below for instructions regarding making online payment.
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Instructions with screen prints:

Go to www.michigan.gov/business website.

This link will bring you to the State of Michigan Single Sign on webpage.

Click on the “register” button on the right hand side.

{= Michigan Business One Stop- Login - Windows Internet Explorer
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: File Edit View Favorites Tools Help
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r Unie Stop Home | Help | ConfaetUs [ FAGS =
welcome to the michigan business one stop.

your one stop for doing business in michigan!

Login Register

To login, please enter your Login ID and Passwaord. If you are new to One Stop, Click Register to create your Login ID

and Password.
If you have already created a Login ID using the state’s Single

Sign-on application, continue to use that Login 1D here.

* = Indicates required fields

Login ID | |

Password  « | |

.

If you have forgotten your password, click Meed Password. One
Stop will email you a new, temporary password.

Need Password
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Fill in the necessary fields requested (see below). Once all fields have
been filled out, click the “submit” button (see below).

{= S50 - Windows Internet Explorer
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Please provide the information below, then click Submit to receive your temporary password. Choose Clear to remove information you ha
entered. Choose Previous to return to the Login page. Choose Quit to close your browser.

* Indicates required field

Lagin ID * (Enter your last name, first initial, and any 4 numbers-no space hetween)

[schaeferc2123 |

First Mame* Middle Initial LastName*

[Christina | M | [schasfer

Email Address* Confirm Email Address *

schaeferc1@michigan.gov | |schaeferci@michigan gov 3

Work Phone Mumber * (111-222-3456)
(17 ]-[p35  |-j531 |
Enter the number as itis shown in the box below *

87463 =

Quit Clear Submit
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Once you click the submit button, the following instructions will appear:
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Thank You for Registering in One Stop

An email with a temmporary password has been sent to your email address. Click the Back to One Stop Home hutton to return to the login
page and then check your email for a temporary password. Once you have received your temporary password you will be ahle to login to

Business One Stop.

Back To One Stop Home

b

| =

<

Click the box “Back To One Stop Home”. This is where you will log into
One Stop to retrieve the child care application; however, first you will

need to retrieve your password that has been set-up for you. Go to your
email and locate the email that has the login and password that has been

created for you.



Your 1st email will indicate the following:

Sent: Tue, Mar 13, 2012 9:12 am
Subject: Your Request for Access to the Michigan Business One Stop Application

**** THIS IS AN AUTO-GENERATED E-MAIL. PLEASE DO NOT RESPOND DIRECTLY

TO THIS
EMAIL. ****

Your request for access to the Michigan Business One Stop application
has been approved.

The Michigan Business One Stop application link will be available the
next time you log into your account.

Your 2nd email will provide your login and password. See below:

Michigan Business One Stop Users click here 1o login

All Other Application Users click here to login

The following new Userld has been crested for vou:

Oroner Name John Lang
User Id langj 2012
Password kAnlEgn
Time of service provision Mar 13,2012 11:04:57 EDT

If vou are a new Single Sign On account user and have any problems accesting vour account, pleate contacy the Stare of Michigan's Client Service Center ar 241-9700 ox

Michigan Business One Stop clients only - If vou have any problems accessing vour One Stop account please contact the Cuastomer Assistance Center at 877-766-1779

Please check your spam mail folder if you do not receive the password
within a few minutes.



Once you have received the 2rd email with your login ID and password
you are ready to log into One Stop. Click on the first link within the
email and it will take you to the screen below OR go to

http: //www.michigan.gov/business
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MICHIGAN BUSINESS ONE STOP!

MNow is the perfect time to begin your business relationship with Michiga
Michigan Business One Stop is here to help. It's easy, fast and simple.

REGISTERED USERS

RESEARCH & PLAN START & REGISTER

Tools You Can Use To get started, vou will need LOG IN NOW TO...

Business Entity Search to sign up for a One Stop Apply for new licenses and

Financing Your Business account, then set up vour permits. 0

Emplover Resources business. These are ONE Renew licenses and permits.
ncements Taxes: General Information TIME QOMLY activities. Pay anline

General Take the One Stop Tour Get started now! Register for

MVeight Try the One Stop Simulator Business One Stop.
ion Infarmation Password: |:|
Henew 3 m m Forgot Password? m

or Permit

[Featured Michigan Business Resources|
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Refer to the email to obtain the “UserID information” and copy and
paste the password into the password box.



You will be required to change your password. Paste the password into
the “Input Old Password” box. Type in a “New Password” and “Confirm”
new password. Click on the “change password” box.

/= Michigan Business One Stop - Expired Password - Windows Internet Explorer
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RESETPASSWORD

HFDIA0204W The users password has expired.

Enter the tempaorary password sent to you via email in the Old Password field. Enter a new passwaord created by
password rules listed. Re-enter your new password in the Confirm Password field. Click Change Password o r
be taken to the One Stop Home Page.

Change password for testingc2012

Inputold password ]
Input new password l:l
Confirm new password I:I

Change Password

Password rules are:

Minimum password length is 8

Password must contain at least one letter and one number
Passwords are case sensitive

Maximum number of repeated characters is 2
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This will bring you to Change Challenge/Response Answers: Fill in the
boxes as requested. Click the “Submit” box at the bottom when filled in.

/= S50 - Windows Internet Explorer
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Lagin ID* =
Enter answers and confirm answers and click submit. You must provide an answer for each challenge.
What is your fathers middle name?
Enter your answer to the question Confirm your answer to the question
* * |
What is your mothers maiden name?
Enter your answer to the question Confirm your answer to the question
* *
| | |
What is the name of the city in which you were born? =
Enter your answer to the question Confirm your answer to the question
* *
| | |
What are the last four (4) digits of your social security number?
Enter your answer to the question Confirm your answer to the question
* *
| | | L
Quit Clear Submit
¥
< 1 | >




Click the “continue” button.

{= SS0 - Windows Internet Explorer | |X|
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One Stop Home | Help | Contact Us | FAQ

congratulations! your registration is complete.

You now have complete access to the Michigan Business One Stop web site. To continue on to One Stop, choose the Continue button,
below. To exitthis registration process, click Exit, below,

Exit Continue

£ il ] |
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Press the Accept button.

{= MBOS - Start a Business - Windows Internet Explorer
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Thank you for visiting the State of Michigan's Business One Stop System (System). Access and use of the System is subjectto these
terms and conditions (Agreement), as well as all applicable laws and other Michigan.gov policies.

Terms and Conditions
Amended: March 8, 2012

1. You agree to access and use the System only for lawful purposes. You are solely responsihble for the knowledge of and adherence
to any and all laws, statutes, rules and regulations pertaining to your use of the System. Any use of this System not specifically
permitted under this Agreement is strictly prohibited.

2. You may create an account name and password. You are responsible for maintaining the confidentiality of your password and
account information and are responsible for any actions taken using this account name and password. You must promptly notify the
State of any unautharized use of your account name and password.

3. Access to the Systemn is limited to registered users. You agree that any information you provide will be complete and accurate, that
you will not register under the name of nor attermpt to enter the System under the name of another person, and that you will not adopt
a user name thatthe State, in its sole discretion, deems offensive, illegal, arinfringing.

4. You agree that you will not use this System to:

a. Postortransmit any discriminatory, libelous, harassing, defamatory, obscene, pornographic, or otherwise unlawful

Accent Decline™
fii | b3

|A
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Refer to the box marked “For Individuals and Service Providers” Click
the “Go” box.

{= MBOS - Operate a Business - Windows Internet Explorer _| =

%ﬂ - |§| https: //onestop. michigan,gov /OneStop,/mbs V| g | +2|| % |EE-'; ||E|

File Edit \iew Favorites Tools Help

»

! ol Favorites = ﬂ Suggested Sites + @ | CIS Internet @& | Civil Service web site @ | Free Hotmail & | HRMN Web Site iﬂ Michigan web site

|§Msos—operateasusiness | | Bi - B) - [ o v Page~ Safety~ Toos~ @~

5 O

igafi Basiness One Stop™ a2 R ~

Web Si

One Stop Home | Help | Contact Us | FAQ | Sign Out

WMichigan Business One Stop will be down for maintenance on March 18, 2012 (Sunday) from 9:00 AM to 10:00 AM. Thank you for
wour support.

One Stop Home Page

For Businesses: For Individuals and Service Providers: -
® Start a new business B Register for business taxes
= Add an existing business ® Unemployment tax and benefit reporting
® Add a delegated business ® Submit annual reports

® Permits and licenses for individuals

GO GO

il | >
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Refer to the Individual/Professional Licenses and One Time Permits Box
and click on the “Go” button.

{= MBOS - Individual and Service Providers - Windows Internet Explorer

m}:' |ﬁ, https: //onestop. michigan.gov/OneStop findSvcProv, de V| Q | 4| X | Bing | 2=
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r Register for Taxes:
Register for most Business Taxes, including UIA Employer Account Humber andior a Sales Tax GO
License (eRegistration) I

~ Document Filings:
File your annual report or annual statement with the Michigan Department of Licensing and GO
Regulatory Affairs, Bureau of Commercial Services, Corporation Division. E———

~ UIA Tax and Benefit:
Access UlA Tax and Benefit on-line applications (i.e. File Quarterly Wage Reports, File Quarterly

GO
Tax Reports, Make a Tax Payment) EEEE——

rIndividual / Professional Licenses and One Time Permits :
Access application forms for a variety of individual / Professional licenses and one time permits, GO
from cosmetology to medical to oversize | overweight movement permits. I

[

|A
|
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In the “search” box type in “child”. Determine which type of child care
you wish to open: Child Care Family Home (6 children or less) (New),
Child Care Group Home Application (7-12 Children) (New) and Child
Care Center Application (New). If additional assistance is necessary in
determining which type of facility you wish to become
licensed/registered for click on the “?Tell me more box”.

Once you have determined which type of child care you wish to have,
click on the “Go To” button.

{= https://sso.mdch.state.mi.us/ - MBOS - Individual and Service Providers - Windows Internet Explorer

igah Business One StoB™

One Stop Home | Help | Contact Us | FAQ | Sign Out

Professional Licenses and One Time Permits & Update [§] eCabinet W Shopping Cart | $3 Cart(1 ltems!

Select from the list of professional licenses and one-time permits by clicking on the Mew or Renewal links.

If you are not a service provider, or if this is not for an individual or one time permit, itis recommended you go through the For
Businesses option.

Click the link below to start the process: Search: [=lih]

Description ¢
Child Care Group Home Application (7-12 Children) (Mew ) GoTo.. OTBJI me more
Child Care Center Application (New) GoTo.. OTaJI me more
Child Care Family Home Application (8 Children or Less) (New) GoTo.. {2 Tell me more
Showing 1 to 3 of 3 entries (filtered from 316 b
5] | >
I o Trusted sites 5 v Hi0% -

This will bring you to the first page of the application. Continue through
the application, fill out applicable fields, and print out applicable
documents and submit the application for payment.
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Click to “Go to Shopping Cart Icon to Submit Funds” and click on this
button.

{= https://sso.mdch.state.mi.us/ - BITS Web Version - Windows Internet Explorer

File Edit WView Favorites Tools Help

S RTITE
JepaTtment orHuman Services

DHS Home | Contact DHS | FAQ | Hotlines | Online Services |

.gov Home

Congratulations!
Your Application has been Submitted.
ext Steps:

+ A staff member from the Bureau of Children and Adult Licensing will be contacting you within 10 business days.
You'll also receive a letter from the Bureau of Chidren and Adult Licensing within that same time frame indicating
what documents need to be submitted. If you have any questions, please call 1-866-685-0006.

» Clicking the button below wil redirect you to Michigan Business One Stop's Shopping Cart to submit funds for this
application. Your application wil not be considered submitted until your payment has been received.

[ Go to Shopping Cart lcon to Submit Funds

[«
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Refer to the gray line below for a shopping cart (like at a grocery store)
Now click on the Shopping Cart Icon tomake your payment.

{= https://sso.mdch.state.mi.us/ - MBOS - Individual and Service Providers - Windows Internet Explorer |Z||§

QA

MICHIGAN.GOV

i
Michigan's
Official

i Business One Stop™ ' s et o

One Stop Home | Help | Contact Us | FAQ | Sign Out

ofessional Licenses and One Time Permits

S Update | [f] eCabinet ' Shopping Cart | §§ Cart(2 Iterns)

from the list of professional licenses and one-time permits by clicking an the New or Renewal links.

are not a service provider, or if this is not for an individual or one time permit, itis recommended you go through the For -
esses option.

k the link below to start the process: Search: _

kcription [~
etic Trainer Educational Limited New
ified Public Accountant - Licenzed to practice New Renswal aTeiI me more
raft Dealer New Benewal
riage & Famity Therapizt by Endorzement New Renswal eTedI me mofe ~
£ i |
I o Trusted sites 4 v Hw0% -
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Select the application that you wish to pay for by clicking the box. Click
down the icon in which Payment methodology you wish to make. Visa,

Mastercard and personal checking accounts are accepted (Discover and
American Express are not accepted). Click on the “Checkout” box.

{= https://sso.mdch.state.mi.us/ - MBOS - Start a Business - Windows Internet Explorer

Shopping Cart

License/Permit
License/Permit Description Pay by Date Cost
Humber
Last, Name - Child Care Famity Home Application (& Children
NiA 05M1/2012 15:04:34 250.00
or Lesz) (New)
. Adf, Adf - Child Care Family Heme Application (8 Children or
:: I~ . . Y Fe MNiA 05M5/2012 14:55:5 550.00
B Less) (New)
Selected Total : $100.00
hyrment Method: + | Select Payment Method hd n

Cancel Checkout W
i | ¥

[
I

o Trusted sites fg v H0% -
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Type in the applicable boxes to make your payment.

Welcome:

Christina M Schaefer

Login Information
Security Questions

Change Password

{2 https://sso.mdch.state.mi.us/ - MBOS - Start a Business - Windows Internet Explorer

W selectltems

Shopping Cart: Credit Card Payment Information

Shopping Cart: Credit Card Payment Information

Billing Information

* =Indicates a required field
Business or Personal Credit Card *

¢ Business / Company Credit Card
& Individual / Personal Credit Card

(A5 appears on credit card)

Mame: * [Christina | M | -~ [Schaefer

First Name Middle Initial  Last Namse
Card Number: d| |

Card number should be 18 digits only, no spaces and dashes

Card Type: *|Selectcard type v

Expiration Date : * [ Month v| |Year v|
Security Code (CW).  *# |:| click for example

Sh

X

W

:.-’ Trusted sites

v Ho100% v
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Review payment information and click “make payment”.

& https://sso.mdch.state.mi.us/?dispatchCommand=Continue - MBOS - Start a Business - Windows Internet Explo... |

Total: $ 100.0C
Billing Information

Mame: Christina M Schaefer
Card Mumber: i N B B
Card Type: VISA
Expiration Date : 512012
Security Code (VW) o

Back Make Paymen

Michigan.gov Home | Help & Contacts | State Web Sites | Awards
Policy | Link Policy | Accessibility Policy | Security Policy | Michigan News | Michigan.gov Survey | One Stop Terms & Conditions

Copyright & 2001-2012 5State of Michigan
< |
IDDne o Trusted sites fn v Eoi00% -

[

|~
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Print a copy of your receipt for your records.

{= https://sso.mdch.state.mi.us/?dispatchCommand-makePayment - MBOS - Start a Business - Windows Internet ... |

‘r Select ltems Enter Billing Information Review and Pay -

Shopping Cart: Confirmation Page

Your Payment Information

Thank you for your payment. It has been successfully processed and a status messaage has been added to your waorkspace.

Your payment will show as "State of Ml One Stop™ on your Bank/Credit Card statement.

Invoice Mumber: 8189
Confirmation Mumber.  12031600452719
Total Amount Paid: $1.00
Transaction Date: 03M6i12012

Click the Done button to return to your Individual Service Provider Fage.

Print Receipt Done

Michigan.gov Home | Help & Contacts | State Web Sites | Awards
Policy | Link Policy | Accessibility Policy | Security Policy | Michigan News | Michigan.gov Survey | One Stop Terms & Conditions

W
< | k4
I + Trusted sites fn v Eoi00% -

The department will notify you of the additional documents that are
needed within the 10 business days. Review the printout of your
application. Note that documents within the application require
additional action for you to take.
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